Avoid Labor Problems . . . Insure Better Employee Morale . . . Reduce Turnover with a 

PERSONNEL POLICY MANUAL 



250 pages cover these important subjects: 

Vacations 

Grievance Procedures 
Job Training 
Sick Leave 
Holidays 

Safety and Health 
Lay-off and Recall 
Leave of Absence 
Jury Duty 

Many, many more subjects! 


Do you have a Personnel Policy that answers these questions 7 

How many paid vacations do you give? What if a paid holiday falls on a weekend? 
How do you handle jury duty, pregnancy, and other leaves of absence? What are 
your over-time policies? Do you pay weekly, semi-monthly? What are your promo¬ 
tion policies? Do you have a grievance policy? Who is eligible for sick leave? Is a 
doctor's note required? Do you have an indoctrination program for new employees? 
Do you have a supervisor's manual? Are your supervisors instructed how to 
handle various situations as they arise .... repeated lateness, absenteism, etc ? 

If you do not have a company Personnel Policy now, this 250 page manual will 
help you set one up. It can become a cornerstone of your company's favorable 
employee relations. 


Preparing a Personnel Policy is something 
that you must do yourself. No outsider can do it 
for you, but with this “How to Prepare a Personnel 
Policy Manual" at your side, you can dcrit quickly 
and effectively to suit your own company's indi¬ 
vidual needs. 


In this manual are over 250 idea-filled pages of 
policy statements, forms and actual worksheets 
to help you adopt practical proven policies to suit 
your own individual company. 


Vinyl bound, only 


$ 


21 


50 


MAIL THIS CONVENIENT FORM TODAY! 

] Yes, please send us one copy of How To Prepare a Per¬ 
sonnel Policy Manual @ $21.50. We understand we may 
return the book in 30 days for full credit if not satisfied. 
Ship to: 

Name _ 


Address _ 
City _ 


State 


-ZiP- 


Ordered by - 

□ Check enclosed (Drawing Board pays postage) 

□ Bill us later (plus postage) 


l-l 2 


THE DRAWING BOARD INC. 


9030 VISCOUNT ROW, DALLAS, TEXAS 


ri 


* 


3 O-DAY 
FREE TRIAL 

Every Company needs a 
PERSONNEL POLICY MANUAL 

It makes little difference if 
you have five or fifty employees. 
A successful company must 
have a written Personnel Policy 
covering all employees ... be¬ 
cause only then will all be treat¬ 
ed equally under the same set 
of rules. Let your employees 
know what you expect from them 
and what they can expect of 
you. 
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Speedy 2-part NCR (No Carbon) Communications Forms no office should be without! 


The address 
shows through! 
No addressing 
envelopes ever! 


MEMO-letter) 


NCR paper 
(No Carbon Required) 
assures clear 



Your Name Here 

Your Addnss • City, Stato, Zip Cod* • Teltphor 


Date i _ 

Subject . 


MEMO-letters® give your thoughts wings — and neat, carbonless 
copies! In a jiffy you can communicate within and outside the office 
on this new, bold letter form with a minimum of frills and wasted 
motion. Perfect for quick communicating by mail or messenger, it's 
simple, direct format gets the results you want, giving you copies 
for follow-up action! MEMO-letters® are truly today's answer to 
the need of getting ideas across quickly and accurately. Order 
some today — you'll be 100% satisfied, we guaranteeI 




Personalized 
with your name or 
company name, 
address, telephone 


Space for 
subject 


Lightly ruled 
for handwritten 
or typewritten 
messages 


PRICE SCHEDULE 

(Includes imprinting) 


500 . 

. $13.95 

1000 . 

. 24.45 

2000 . 

. 45.50 

3000 . 

. 63.00 

4000 . 

. 78.40 

5000 . 

. 93.10 






ONE DOZEN BALL PENCILS 
($3.90 Value) when you order 
MEMO-letters. Your satisfac¬ 
tion guaranteed 100% or you 
owe us nothing! 


Mail this ORDER FORM today! 


Please send 

the following: 

QUANTITY 

ITEM 

PRICE 











Total 


Imprint for MEMO-letters®: 

Name: _ 

Address _ 

City _ State_ 

Zip _- Telephone _ 

For MEMO-letter ® orders only: 

Send FREE pens in □ Red □ Blue □ Black Ink 


Ship to: 

Name _ 

Address - 

City_State_Zip_ 

Ordered by_ 

□ Check enclosed (Drawing Board pays postage) 

□ Bill us later (plus postage) 



THE DRAWING BOARD INC. 

9030 VISCOUNT ROW 
DALLAS, TEXAS 
































































































